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Disclaimer 

This user manual reflects the EPO's new online filing (CMS) service at the time of writing. As 

changes are possible, the screenshots may deviate from the actual content of the system. 
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1. How to use new online filing (CMS) 

The EPO's new online filing (CMS) service enables applicants 

¶ to file EP, Euro-PCT and international (PCT) applications and  

¶ to manage these applications online. 

 

1.1. Contacting EPO Customer Services 

Please contact EPO Customer Services for all questions about CMS and other EPO online 

services. We are open Monday to Friday, 08.00-18.00 hrs CET. 

 

Our freephone number 00 800 80 20 20 20 is available for the following countries: 

 

Austria 

Belgium 

Bulgaria 

Croatia 

Cyprus 

Czech Republic 

Denmark 

Estonia 

Finland 

France 

Germany 

Greece 

Hungary 

Iceland 

Ireland 

Isle of Man 

Italy 

Latvia 

Lithuania 

Luxembourg 

Malta 

Netherlands 

North Macedonia 

Norway 

Poland 

Portugal 

Romania 

San Marino 

Slovakia 

Slovenia 

Spain 

Sweden 

Switzerland 

Turkey 

United Kingdom 

 

Please note that some network operators, internet phone services, payphones and hotels do not 

allow access to 00 800 numbers or may charge for these calls.  

 

Alternatively, you can  

¶ use our contact form to send us your enquiry at any time: 

https://forms.epo.org/service-support/contact-us/contact0-form.html   

¶ call Customer Services (normal national/international rates apply): 

­ Munich: +49 89 2399-4500 

­ The Hague: +31 70 340-4500 

­ Berlin: +49 30 25901-4500 

­ Vienna: +43 1 52126-4500 

 

1.2. Accessing new online filing (CMS) 

To access new online filing (CMS), follow these steps: 

https://forms.epo.org/service-support/contact-us/contact0-form.html
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­ Connect your smart card reader to your computer and insert your smart card into the 

reader.  

­ Go to the CMS webpage at 

https://epogateway.epo.org/prd2/epo/PatentApplication. 

­ To confirm the certificate issued by the European Patent Office, click OK . 

­ In the smart card login dialog box, enter your PIN and click OK .  

You are directed to the Applications overview and you can start using new online 

filing (CMS).  

i Only one CMS session should be open at a time. Starting multiple CMS sessions in 

different browser tabs is not recommended. 

Terms and conditions of use 

If you log on to CMS for the first time, you will see a message about the EPO terms and 

conditions of use.  

­ Click the Read moreé link to learn more about the terms and conditions of use. 

­ Click OK  to accept the terms and conditions of use. 

 

Figure 1 ï Message about the EPO terms and conditions of use 

Browser and system settings 

CMS works in most modern browsers running on desktop computers. To find out more about 

versions supported and browser configuration, please refer to the document Settings and 

quick access to new online filing (CMS) functions available as a PDF download from the 

EPO website at http://www.epo.org/applying/online-services/new-online-filing.html . 

 

1.3. Overview of CMS 

1.3.1. Applications overview 

My applications under Applications is the starting point for all your activities in CMS. 

 

1 Click the EPO logo to go back to My applications from any other point in CMS. 

2 Select the display language for CMS. 

https://epogateway.epo.org/prd2/epo/PatentApplication
http://www.epo.org/applying/online-services/new-online-filing.html
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3 View comprehensive EPO contact information in a new browser window. 

4 Set preferences for the current user, go to EPO Online Services or log off CMS. 

5 Click a tab or sub-tab in the main navigation for more CMS functions. 

6 Select filter options or search for a specific term in your list of applications. 

7 Select a task from the toolbar or open a drop-down menu for more tasks. 

8 Sort your application list by one of the column headers or change the order of the 

columns. 

9 Select the columns to be shown or hidden in the list of applications. 

10 Organise you applications in folders and sub-folders. 

11 Click an application to see all details in the form view. 

 

 

Figure 2 ï Features of CMS in "My applications" 

 

1.3.2. Application form view 

In the form view, you can add information and documents, edit the application data and 

process the application until its submission to the EPO. 

 

1 Click a tab or sub-tab in the main navigation for more CMS functions. 

2 View the basic application data. 

3 Inspect the validation messages to verify your data. 

4 View the status of your application. 

5 Click a form tab to view and edit other sections of the form. 
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6 View and expand the details in the active tab. 

7 Proceed to the next step in the application process or execute another task from the task 

list. 

 

 

Figure 3 ï Features of CMS in the application form 

 

1.3.3. Dialog boxes 

Dialog boxes open whenever you click a task or an action icon in the application form, e.g. to 

add or remove information. 

Handling dialog boxes 

­ Move the dialog box by clicking the grey header and dragging it to another place on 

your screen. 

­ Resize the dialog box by dragging the right border, the bottom right corner or the 

bottom border. 

­ Close the dialog box without saving changes by pressing the ESC key, by clicking the 

Close button in the upper right corner or by clicking the appropriate button in the 

dialog box, if applicable (e.g. No). 

­ Close the dialog box and save changes or proceed to the next step in the workflow by 

clicking the appropriate button (e.g. Next or Yes). 
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Figure 4 ï Example of dialog box when removing an inventor from the application 

Required fields 

Mandatory fields that require data entry or a selection are marked with an asterisk (*). If you 

click Next without completing the required fields, red error messages are displayed to inform 

you about missing or incorrect data. You cannot proceed to the next step without providing 

the required data. 

 

Figure 5 ï Example of required fields when adding a priority claim to the application 

Look-up function 

In long drop-down lists, e.g. when selecting the country in an address entry, you can enter one 

or more consecutive characters from the word you are looking for. 

The list is immediately filtered to the entries containing your search string to help you select 

the appropriate option. 
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Figure 6 ï Example for look-up function in the country selection drop-down list 

 

1.4. User preferences 

You can adjust some of the CMS features to fit your personal preferences and save these to 

your user profile. 

­ To access your user profile, go to the user menu. 

­ To open the user menu, move your cursor over your user name and organisation name 

on the right-hand side of the screen. 

­ Select Preferences from the user menu. 

 

Figure 7 ï Language selection, contact link and user menu 

The User profile dialog box opens. 

 

You can select the following preferences: 

¶ Preferred language 

­ English (default) 

­ French 

­ German 

¶ Applications, default sub-tab 

­ My applications (default, visible if activated by your organisation 

administrator) 

­ Inbox 

­ My demo applications 

¶ EP1001 default procedural language 

­ No preference (default) 

­ English 

­ French 
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­ German 

¶ Task list position 

­ Left (default) 

­ Right 

¶ Folder position 

­ Top (default) 

­ Bottom 

 

Figure 8 ï "User profile" dialog box with default settings 

 

1.4.1. Preferred language 

You can set your preferred language for the graphical user interface of CMS either by clicking 

the language in the top right-hand corner of the screen (Deutsch, English or Français) or by 

selecting the appropriate option in User profile. 

­ Go to the user menu and select Preferences. 

­ Select your preferred language.  

­ Click Next. 

The text in the graphical user interface of CMS is now in the language selected.  

 

1.4.2. Default sub-tab in Applications 

You can select the sub-tab that is displayed in Applications when you log on to CMS. By 

default, the My applications sub-tab is displayed on start-up. If you are still new to CMS and 

intend to practise in the system, you should set your default to My demo applications. 

Starting in the demo environment will help you to avoid sending your test applications as real 

filings to the EPO live server. 

­ Go to the user menu and select Preferences. 

­ Select your preferred start-up view under Applications, default sub-tab.  
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The My applications option is only available if your organisation administrator has 

assigned the appropriate user access rights to your user account (see 11.4.7 Right to 

access applications).  

­ Click Next. 

Your start-up view for CMS has now been set. The next time you log on to CMS, you will see 

your preferred default sub-tab. 

 

1.4.3. Default procedural language for EPO Form 1001 

You can set the default procedural language for your EPO Form 1001 applications. If you 

select a default procedural language in your User profile, this language will be selected for 

any new EPO Form 1001 application.  

­ Go to the user menu and select Preferences. 

­ Select your preferred default procedural language for EPO Form 1001.  

­ Click Next. 

Your default procedural language for the EPO Form 1001 has now been set. When you create 

a new EPO Form 1001, this language will be selected in the Procedural language field.  

 

Figure 9 ï Default procedural language in a new EPO Form 1001 

1.4.4. Task list position 

The task list contains a list of tasks available to you depending on the stage you are at with 

your application. For more information on tasks, see 2.7 Tasks and steps in preparing an 

application.  

You can set the position of your task list to the left or right side of the screen. By default, the 

task list is displayed on the right-hand side of the screen.  

­ Go to the user menu and select Preferences. 

­ Select your preferred Task list position.  

­ Click Next. 

The task list is now displayed on the side of the screen to which you have just set your 

Task list position preference.  

 



 1 How to use new online filing (CMS) 

New online filing (CMS) 1.80 ï User guide Page 17 of 244 

1.4.5. Folder position 

Folders are containers for organising CMS items like applications, templates and address 

book entries. For more information on using folders, see  

Organising applications with folders. 

 
You can set the position of the folders to the top or to the bottom of the overview table. By 

default, the folders are displayed above the individual items, e.g. in the application overview 

table.  

­ Go to the user menu and select Preferences. 

­ Select your preferred Folder position.  

­ Click Next. 

Example:  

If you select Bottom, the folders in My applications are displayed below the list of 

applications.  

 

Figure 10 ï Folder position at the bottom of the application overview table 

 

1.5. Logging off  

­ To log off CMS, go to the user menu and select Log out.  

You will be directed to the EPO website.  

For security reasons, it is also good practice to close all browser windows or tabs after 

logging off. 

 

Figure 11 ï Logging off CMS 

Session timeout 

After 30 minutes of inactivity in CMS, your session will time out. 

¶ If you were viewing an overview page or detail page, you can continue to work 

without being alerted, provided that your smart card is still correctly inserted in the 

card reader. 
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¶ If you were working in a dialog box, e.g. Application , you will see a Request 

blocked notification when you click the Next button. The data you entered in the 

dialog box will be lost. 

­ To continue working in CMS, either click the EPO logo or click the link Go back to 

the home page. 

Provided that your smart card is still correctly inserted in the card reader, you can 

continue working without having to log on again. You will be directed to your default 

view (see 1.4.2 Default sub-tab in Applications). 

 

Figure 12 ï The "Request blocked" notification following an automatic session timeout provides links back to CMS 

 

1.6. Shortcut keys 

In CMS you can use shortcut keys to navigate between tabs and views and to open menus and 

tasks. In addition, you can use the Tab key, the ̄  (up arrow) and ° (down arrow) keys and the 

Enter  (Return) key to move around in the forms and select items.  

Depending on whether you are currently viewing a list (e.g. My applications or My 

contacts) or an individual application, the graphical user interface provides different sets of 

shortcut keys. 

­ To see which shortcut keys are available, press H on your keyboard. 

Yellow labels appear in the screen and indicate the active shortcuts. 

­ Press the key or the key combination you want. 

Pressing a key combination means that you press the first key and hold it down, and 

then press the second key. 
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i The visible items are numbered consecutively from left to right and from top to bottom. 

Which items are visible depends on your user access rights. For example, if you do not 

have organisation administration rights, the Account management tab will not be 

visible and the number 5 will be indicated on the Online help tab instead. 

 

Shortcut 

key 

Action in list view Action in application view 

H Show available shortcut keys in current 

screen 

Show available shortcut keys in current 

screen 

1 Go to Applications Go to Applications 

2 Go to Templates Go to Templates 

3 Go to Address book Go to Address book 

4 Go to System messages Go to System messages 

5 Go to Account management 

(only visible for users with organisation 

administration rights) 

Go to Account management 

(only visible for users with organisation 

administration rights) 

6 Go to Online help Go to Online help 

CTRL+1 Go to first sub-tab in the main 

navigation 

Go to first sub-tab in the main 

navigation 

CTRL+2 Go to second sub-tab in the main 

navigation 

Go to second sub-tab in the main 

navigation 

CTRL+3 Go to third sub-tab in the main 

navigation 

Go to third sub-tab in the main 

navigation 

ALT+1 Open first task/first menu in toolbar Open first task under Next steps/Tasks 

ALT+2 Open second task/first menu in toolbar Open second task under Next steps/ 

Tasks 

ALT+3 Open third task/first menu in toolbar Open third task under Next steps/Tasks 

ALT+4 Open fourth task/first menu in toolbar Open fourth task under Next steps/ 

Tasks 

ALT+5 Open fifth task/first menu in toolbar Open fifth task under Next steps/Tasks 

ALT+6 Open sixth task/first menu in toolbar Open sixth task under Next steps/Tasks 

ALT+7  Open seventh task under Next steps/ 

Tasks 

TAB  Go to next field in a form 

Shift +TAB  Go to previous field in a form 

 

Example of a list view: 

In My applications, the New application menu and the Folder menu are available in the 

toolbar if no individual applications are selected. 

­ To open the New application menu, press ALT+1. 
­ To select a menu item, move the focus to it by pressing the ° (down arrow) key. 

­ To open the task, e.g. create a new Form 1038, press the Enter  key. 
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Figure 13 ï Keyboard shortcuts available in "My applications" 

Example for an application view:  

In a draft application which is ready to be signed, the Pay fees task is available under Next 

steps.  

­ To open the Pay fees dialog box, press ALT+1.  

 

Figure 14 ï Keyboard shortcuts available in an application ready to be signed 
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1.7. Online help 

In Online help you will find an online version of this user guide.  

1.7.1. Navigating in the online help 

­ Select a topic in the navigation panel on the left-hand side of the screen.  

If there is a  icon displayed next to the topic, click it to expand and display the section 

and its contents. 

­ Select a topic under Contains sections in the content panel on the right-hand side of 

the screen. 

To access the contents of the online help, click a topic under either Contains sections 

or in Is part of section. 

 

Figure 15 ï Navigating to sections and sub-sections of the online help 

 

1.7.2. Downloading the user guide 

You can download the user guide as a PDF document from the Online help.  

­ Click Download user guide in the Online help tab. 

­ Click the link Click to download the EPO case management system user guide. 

The user guide (PDF file) opens in a new browser window. 

 

1.7.3. Online help for tasks and actions 

In the Application  tab, the tasks in the task list and the actions for adding information in a tab 

(e.g. Add applicant) have a [?] icon.  

­ When you click this icon, you will be directed to the online help, where you will find 

an explanation about the task or action. 
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Figure 16 ï Finding out about a task or action 
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2. Applications 

Applications is the default view after you log on to CMS, and features three sub-tabs:  

¶ My applications 

¶ Inbox 

¶ My demo applications 

i My applications is accessible only to CMS users with appropriate user rights, whereas 

Inbox and My demo applications are accessible to all users. For more information, see 

11.4.7 Right to access applications.  

 

2.1. My applications 

My applications displays all of the applications in CMS originating from your organisation. 

 

Figure 17 ï "My applications" with application overview 

 

2.1.1. Filter ing the application list 

You can filter your applications according to any of the visible columns, except Date. 

Example: 

­ To display only the submitted applications, select Submitted from the Status drop-

down list. 

­ Click Filter . 

Only the applications with status Submitted are displayed. 

­ To clear the filter and display all applications, delete all filter options or reset them to 

Choose a value and then click Filter . 
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i Your filter settings are stored in your internal user settings. This means that they will  

still be active next time you log on to CMS. 

 

Figure 18 ï Filtering the applications by status "Submitted" 

 

2.1.2. Sorting the applications list 

By default, the list is sorted, in descending order, by date and time of the application's 

creation. You can sort your applications according to any of the visible columns. 

Example: 

­ To sort the applications by Procedure, click Procedure in the table header. 

The applications are now sorted, in ascending order, by the Procedure column. 

­ To reverse the sort order to descending, click Procedure in the table header again. 

 

Figure 19 ï Sorting applications by "Procedure" in ascending order 

2.1.3. Customising the application list 

If you want to modify how the data is displayed in the application list, you can select and 

arrange the columns that you would like to be contained in the table.  

The following six columns are displayed by default in the order given:  

¶ Reference 

¶ Title of Invention 

¶ Procedure 
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¶ Form 

¶ Date 

¶ Status 

 

Hiding and showing columns 

­ Move your mouse cursor over the gear-wheel icon at the right-hand side of the table 

header. 

The column selection opens. 

 

Figure 20 ï Opening the table preferences with the column selection 

­ To hide a column, clear the relevant check box. 

­ To show one of the other columns, select the relevant check box. 

If the maximum number of six columns is selected, all other check boxes are disabled. 

The page reloads and displays the table with your selected columns.  

 

Figure 21 ï The selected column is shown in the table 

The filter options also change according to the selected columns. 

The Reference column can never be hidden as this field is the unique identifier for an 

application in the database. 
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Figure 22 ï All fields except "Reference" are hidden in the table and in the filter options 

 

Changing the order of columns 

You can arrange the columns in the table using a "drag and drop operation". 

­ Click the column header, hold down the mouse button and move the header to the new 

position ("drag"). 

­ Release the mouse button ("drop"). 

The table reloads with the new column order. 

 

Figure 23 ï Dragging a column header to a new position in the table 

 

2.1.4. Creating new applications 

­ In My applications, go to New application and select one of the tasks to create a new 

application: 

¶ Form PCT/RO/101 ï use this form to file an international application where the EPO 

acts as receiving Office (RO) and International Searching Authority (ISA). 

¶ EPO Form 1001 ï Form 1001 is the default form used for requesting the grant of a 

European patent and examination of the application under Article 94 EPC.  

¶ Euro-PCT Form 1200 ï this is the form used for requesting the entry of an 

international application into the European phase before the EPO as designated or 

elected Office. 

¶ Form 1038 ï this is the form used for filing subsequently filed documents for either a 

previous Form PCT/RO/101 filing or a previous EPO Form 1001 or Form 1200 filing. 

http://www.epo.org/law-practice/legal-texts/html/epc/2010/e/ar94.html
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You can also use Form 1038 for subsequent filings for applications that have been 

previously submitted to the EPO by other means, e.g. filed on paper or with the Online 

Filing software. 

¶ Import from file  ï this task is used to import XML data from a patent management 

system (PMS) into CMS. 

¶ Use template ï this task is used to create an application from a template (see 

3 Templates).  

 

Figure 24 ï Tasks in the "New application" menu of "My applications" 

2.1.5. Removing draft applications from CMS 

You can only remove applications while they are in Draft  status. 

­ In My applications, select one or more applications. 

­ Click Remove. 

 

Figure 25 ï Removing draft applications from "My applications" 

You are prompted to confirm that you want to remove the application(s) in question.  

­ Click Yes. 

The selected application(s) are now removed from CMS.  

 

2.1.6. Exporting signed or submitted applications from CMS 

CMS allows you to export applications including all documents and system-generated files so 

that you can import the data into your patent management system or process them internally. 

The export function for multiple signed or submitted applications is available in My 

applications. 

­ Select the applications that you want to export (their status is either Signed or 

Submitted). 

­ Go to Actions and select Export . 

­ At the browser prompt, select whether to open or to save the ZIP file. 
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Figure 26 ï Exporting selected applications in status "Submitted" 

The exported ZIP file contains a package for each of the selected applications. These ZIP files 

are named by the reference, procedure, form, date and time of submission (or export, as the 

case may be), e.g. PCT- 001- B_PCT- RO101_20160219- 1559.zip . 

 

Figure 27 ï ZIP archives for each submitted application in the exported ZIP archive 

Alternatively, you can 

¶ export an individual application at any time, using the Export  task (see 

2.7.5 Exporting an application)  

¶ export an application as soon as it is submitted, including the acknowledgement of 

receipt (see 9.4.3 Exporting submitted applications)  

 

2.2. Inbox 

The Inbox contains messages from CMS that concern the activities of your organisation. If 

new messages have been received since you last logged on to CMS, these messages are 

marked in bold text. 

¶ When you submit an application, a message about the acknowledgement of receipt is 

sent to the Inbox.  

¶ If an error occurs in the processing of your application, you are notified by way of a 

message in the Inbox. The types of error messages you may receive are listed in 

chapter 9.4.5 Error messages when submitting applications.  

¶ When a new user is added to your organisation, the organisation administrator will 

find a message in the Inbox informing him to assign the applicable user rights. 
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Figure 28 ï Inbox with organisation-specific messages 

 

2.3. My demo applications 

My demo applications offers you a demo environment in which to practise the process of 

completing, signing and sending applications without submitting a real filing. Demo 

applications are transmitted to the EPO demo server, but real applications are sent to the EPO 

production server.  

 

Figure 29 ï My demo applications 

My demo applications gives an overview of all your organisation's demo applications and 

the current status of each: Draft , Signed or Submitted.  
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You can filter and sort the items in My demo applications by the same criteria as in My 

applications. 

In My demo applications, you can perform the following tasks from the New demo 

application menu: 

¶ Form PCT/RO/101 ï create a demo PCT application. 

¶ Form EP 1001 ï create a demo EP application. 

¶ Euro-PCT Form 1200 ï create a demo Euro-PCT application. 

¶ Form 1038 ï create a demo application for subsequently filed documents. 

¶ Import from file  ï import XML data from a patent management system (PMS) 

application into CMS.  

¶ Use template ï create a demo application from a template.  

 

When creating a new demo application, DEMO- is always automatically inserted as a prefix in 

the Reference field. The DEMO- prefix cannot be deleted from the Reference field. 

 

Figure 30 ï Creating a new demo application 

 

2.4. Organising applications with folders 

In My applications, you can create folders and sub-folders to organise your applications. 

i CMS users with folder management rights can perform folder-related tasks in 

My applications and in My demo applications. For more information, see 

11.4.3 Folder management rights.  

¶ You can move both applications and folders into other folders.  

¶ When creating a new application, you can select a folder where the new application 

will be stored. 

¶ When creating a new folder, you can select an existing folder to make the new folder a 

sub-folder of that folder. 

¶ You can rename folders. 

¶ You can remove empty folders. 

¶ You can restrict access to a top-level folder to specific users. 
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Figure 31 ï Tasks for organising applications in "My applications" 

 

2.4.1. Expanding and collapsing folders 

You can show/hide a folder's content either by clicking the relevant row in the overview table 

or by clicking the expand/collapse icons to the left of the folder's name. If there is no icon to 

the left of the folder's name, this means that this folder is empty and there is nothing to 

expand. 

­ To show a folder's content, click the relevant row or the  icon. 

The folder expands. 

 

Figure 32 ï Expanding a folder 

­ To hide a folder's content, click the relevant row or the  icon. 

The folder collapses. 

 

Figure 33 ï Collapsing a folder 

­ To expand all folders, click the  icon in the table header. 












































































































































































































































































































































































































































